WORD 2007 PD Task 9

INSERT TAB
INSERT Pictures
Insert a Saved Picture:
Place your insertion point where youwant [gN@d9-v4a -
the |mage to appear &= Home | Insert_l Page Layout References Mailings
|] Cover Page - El=l w [}

Select the Insert tab. S = @@3 WR=N" N

) ) ) >§Page3reak Taiﬂe Picture il:: Sha'pes SmartArt Chart =
Click the Picture command in the Poges | tables | AT |
lllustrations group. The Insert Picture
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Select the image file on your computer.
Click Insert and it will appear in your document.

L =+ 1| Insert Picture from File S
Insert a picture from a file,
@) Press F1 for more help.

Left-click a corner sizing handle, and while holding down the mouse button,

resize the image. The image retains its proportions.

Wrap Text Around an Image:

Select the image.

Select the Picture Tools Format tab.

Click the Text Wrapping command in the Arrange
group.

Left-click a menu option to select it. Tight or Square

Move the image around to see how the text wraps
for each setting.
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Change the Shape of a Picture:
Select the picture.
Select the Format tab.

Click the Picture Shape icon. A menu
appears.

Left-click a shape to select it.

Apply a Picture Style:
Select the picture.
Select the Format tab.
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Click the More drop-down arrow to display all the picture styles.
Hover over a picture style to display a Live Preview of the style in the

document.

Mewsletter - Microsoft Word

Left-click a style to select it. bt
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